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POSITION TITLE:  

 
  

LOCATION:     MALAYSIA   ☐  PHILIPPINES   ☐  VIETNAM   ☒ 

 
 
ASW COMPANY OVERVIEW  
 
AS White Global (ASW) is an Australian owned company with offices in Sydney, Vietnam, the Philippines, and 
Malaysia.  We are specialists in unified offshore staffing solutions and have been working in Southeast Asia for 
the past decade.  Our ASW employees are part of our very special ASW family and culture, but also integrate 
into our client’s brand and team – effectively you get two work families! 
 
Working in our local ASW company culture means you will develop strong friendships and great support 
networks.  You will be part of a positive and engaged environment, participate in team and company events, 
and have access to global training and development opportunities.  In addition, you will get exposure working 
with our international clients and build on your existing skill sets.    
 
 
OVERVIEW  
 
AS White is currently looking for an Administration Assistant to work exclusively with an Australian client in a 

growing team in Vietnam. You will be working under the Australian Client Services Manager, in providing 

assistance to the Accounting teams in both Vietnam and Australia with administration duties. This is an 

opportunity to work with a large, successful and reputable Chartered Accounting firm in Australia with an 

outstanding team culture.  

KEY RESPONSIBILITIES 
 

• Reallocation of jobs to accountants using MYOB AE 

• Maintaining and updating the client database  

• General administrative duties 

• Supporting the Administration Manager with additional adhoc tasks as requested 

• Working on special projects 

• Working collaboratively to support other members of the wider Client Services Team 
 
QUALIFICATIONS AND EXPERIENCE: 
 

• 2yrs+ admin experience, ideally in a professional services environment 

• Strong technical competence and advanced Microsoft Office skills  

• A can-do attitude and a proactive and adaptable approach to tasks  

• Excellent organisation and time management skills  

• Strong interpersonal skills  

• Strong analytical skills 

• Excellent written and verbal communication in English 

• High attention to detail  

• Past exposure and good understanding of tax and/or SMSF administration (Highly Desirable)  

• Experience in a range of accounting systems, including MYOB AE and BGL CAS (Highly Desirable)  
ASW OFFERS  

Client Experience Executive 
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• We are experts in offshoring partnerships. This means that you will be a trusted member of the ASW 
family, and get access to our great benefits, plus you also get to work directly with one of clients. 

• In our unique English-speaking environment, you can practice and enhance your English with peers and 
international client teams based in either Australia, UK, US or NZ.  

• Get global access to Learning & Development programs. 

• Great work-life balance. 

• Competitive remuneration. 

• Excellent medical benefits. 

• Great Paid Leave entitlements. 

• Company parties/events, future travel opportunities and other exciting activities. 

• Ongoing career opportunities. 

 


